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Revisions to Manual

October 2016

e Contact and link information updated
e VISION Process Picture updated.

e Accounts Payable FAQs updated.

e Prior Year Payables in the Business Process section updated

e The Enter Regular Voucher with Reportable and Non-Reportable
lines updated reportable vendors to include veterinarian services

April 2012:
g e The Enter Regular Voucher with Reportable and Non-Reportable
lines exercise has been rewritten.
o Looking up Vendors exercise has been updated.
o Additional BDA information has been added to Business Process
section.
e FAQ’s — new FAQ's have been added.

October 2010:
e Looking Up Vendors exercise has been rewritten.

e Duplicate Voucher Detection

e Information has been added to exercises on adding vouchers to detect
duplicate vouchers earlier.

o VISION Procedure #8: Void Check has been added to the Business
Process section of the manual.
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Business Process

Overview of the VISION process:
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There will be a 1 — 1 relationship between a vendor’s invoice and a VISION
voucher. That is, each invoice will become a separate voucher. Vouchers may
contain multiple lines and multiple chartfield distribution lines to allocate costs to
several accounts, funds or departments.

The 1 — 1 relationship will facilitate duplicate invoice checking across all units
within the system, thus minimizing the risk of paying a vendor invoice more than
once. The fields that are checked for duplications are: Vendor ID, Vendor Type,
Vendor Invoice Date, Vendor Invoice Number and Gross Amount. A voucher
identified as a possible duplicate will save and be in Recycle status, but cannot
be posted or paid. A voucher cannot stay in Recycle status. At month end close,
it must be updated so that it can post or be deleted.

Vouchers will need to be approved in VISION before they can be budget checked
and paid. The approval process will be managed at the department level
through VISION security.
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All vouchers will need to pass a budget checking process to check for availability
of funds at the department/agency level prior to being paid. The budget
checking process can be done on individual vouchers or as a batch process, at
the discretion of the department.

USER Online VISION posts
Invoice Voucher accounting entries

Information or PO Check | to General Ledger

Voucher

\ 4
©
c
S
Q
@

\ 4
A 4

Approval

Pay Cycle
to produce
Warrant

TREASURER Y
Payment
made via
Check,
ACH or
Wire

Vouchers will be paid based on the scheduled due date, which is determined by
the vendor invoice date and the vendor payment terms. The default payment
terms will be Net 30 days and should not be changed unless the change complies
with Finance and Management Policy #5 Payment Terms. Checks will be written
and mailed 4 days prior to the due date as long as the voucher is approved and
budget checked. This will allow the check to reach the vendor by the due date.
For more information on payment terms, please review the Finance and
Management document, Operational Guidance (OG) #1, which you can find on
the Finance & Management website at:
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-

guidance

All vouchers to be paid to a vendor on any given day will be combined onto one
check, ACH, etc.; this includes adjustment vouchers. All Business Units’ vouchers
are included unless a voucher is marked to be paid separately. Each Business
Unit, Voucher ID and Invoice Information is noted separately on the pay advice
that is sent to the vendor.

Blanket Delegations of Authority (BDA's) are issued by the Office of Purchasing

and Contracting to delegate authority to agencies/ departments to directly
purchase specific types and classes of items with limited or variable availability
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considerations. BDAs are specific to a department(s) except those identified as
"all agencies”. For a complete list of current BDA numbers, go to the Office of
Purchasing & Contracting website at: http://www.bgs.vermont.gov/purchasing-
contracting/forms/bda. The BDA number should be entered in the Item field of
the voucher. BDA Quick Step Guide can be found on the Finance & Management
website at:
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-

guidance
You can also follow the BDA Voucher exercise in this manual.

BDA'’s are not to be used for the following purchases:

» Don't use a BDA when the item is on contract. If unsure check with the Office
of Purchasing and Contracting or use the website:
http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current.
Purchases of office supplies, fuel, envelopes, paper, gloves, paper products,
cleaning products etc. are all on contract.

e Don't use a BDA for personal services, utility payments (electric, cell phones,
telephone, water, etc), payment to other agencies or departments, lodging,
meals, employee expense reimbursement, membership fees, postage, and rental
space.

Void Check Procedure:

VISION Procedure #8: Void check establishes the criteria and procedures for
voiding VISION vendor checks. This procedure can be found on the Finance and
Management website at:
http://finance.vermont.gov/policies-and-procedures/vision-procedures

VISION vendor checks that are determined to be in error or invalid (see criteria
below) must be returned to the Office of the State Treasurer to be voided in
VISION. The Office of the State Treasurer is responsible for processing all void
check requests and storing all voided checks.

Departments are prohibited from depositing VISION vendor checks and
processing them as a refund of expenditure. The erroneous depositing of a
VISION vendor check obscures the audit trail in VISION by creating a record that
indicates the check was issued to and cashed by the vendor; this improper
handling impairs the integrity and accuracy of vendor payment reports and
potentially 1099-MISC forms issued to vendors and the IRS.
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CRITERIA

A check can be voided in VISION when the following two conditions exist:
1. The check was issued and recorded in the VISION financial system.

2. The department (custodian) is in possession of the original check.

A VISION vendor check shall be determined invalid and voided in VISION when
there is a/an:

e error in the payee;

e error in the payment amount;

e printing error or damaged/spoiled check;

e duplicate payment;

e cancellation of the payment request;

e unavailability of the goods/services being purchased;

e or any other reason the check is no longer needed for its intended purpose.

Note: VISION vendor checks that are valid and not in error but are undeliverable
to the vendor (e.g., unknown address) shall not be voided, and are subject to
Vermont’s unclaimed property laws. Contact the Office of the State Treasurer’s
Unclaimed Property Division for more information.

For copies of cancelled checks or checks to pull please contact the Treasurer’s
Office by email at: TRE.ServicesAccounting@vermont.gov.

Special Handling

Under the Payment Method section, you will see a field for *Handling. In this
field you can designate any special handling you require for this payment.

Click on the magnifying glass to the right of this field to see what the choices
are.

Payment Method

*Bank: GOVNT O Pay Group:
*Account: 001 Q, *Handling:
*Method:  |WIR L wire *Netting:

Message: Messages

Message will appear on remittance advice.

A new page will open, showing the available options.
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Look Up Handling

Cancel

b
Search Results
1-Tof 7

SetiD Payment Handling Description Short Description Seguence Humber
STATECA Call Department Zall go
STATECE Held - Office of Child Support  OCS 30
STATEDE Held by Employment & Training DET 20
STATEDP = Department i
STATERE Eegular Pavment Reqgular a0
STATETA Held by Tax Depardment Tax 10
STATETR Sentto Trustee by Treasurer  Treasurer 40

The only ones you would use in a voucher are: CA, DP, and RE. These are used
in the following manner:

CA  This allows a user to receive a call from the Treasurer’s office when the
check has been cut, usually so that it can be picked up by the
department. This may occur when a check is needed in-hand for hotel or
conference registrations, for example.

DP  If a user wants the check sent back to his/her department for sending out
separately, they can select this option.

RE A payment made with no changes to this field, will show the handling of
“RE”, Regular Payment. This is the default for this field.

DO NOT USE these handling codes in a voucher:

Held by the Office of Child Support

Held by the Department of Labor (formerly Employment & Training)
Held by the Tax Department

Sent to Trustee by Treasurer

GS
DE
TA
TR

More payment options can be found in the Payment Options section.

Schedule Payment Payment Options
*Action: Schedule Payment Date: Hold Payme®® [ Separate Payment: [
Pay: Reference: H0ld Reason: QL

Letter of Credit: =

Hold Payment - if you check this box, the payment will not process. When you
check this box, you will also need to designate a Hold Reason. Click on the
magnifying glass to see the list of reasons. This page will display:
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Select one of the following values:

ACC Accounting in Dispute

AMT Amountin Dispute

CCR |[CCR Expired

CRT |Confract Retention

EFT EFTincomplete arnot Prencted

GDE |Goods in Dispute

IPC |Inkound IPAC Required
Q7Y |[Cuantity in Dispute
WTH [Withhaolding Hald

Cancel

A payment that has been put “on hold” will not pay until this box is
unchecked and saved. Then it will process as normal.

Schedule Payment Payment Options
*Action: Schedule Payment Date: Hold Payment: ]| eparate Payment: [
Pay: Reference: Hold Reason: Tl

L o1 Credit: =

Separate Payment — Select this box if this payment needs to go separately to
the vendor. This may be used along with the Payment Handling options of DP
and CA; in that way the check will only pertain to one department’s payment for
that vendor in the paycycle.

International Payments:

When making a payment to a foreign address, choose the handling code of DP.
The check will be sent to the department and the department will need to
correct the address and mail the check. Checks written to foreign addresses
don't print with the correct Postal format because the 3-letter country code
shows in the “remit to” address, but that and the full country name don't print on
the check itself. The other issue is that domestic postage is put on ALL checks
from the Treasurer’s office, which results in insufficient postage for foreign
payments and the checks being returned undeliverable. VISION uses USD
currency only.
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Prior Year Payables

Payments for goods or services received in a prior fiscal year must be designated
with a “"PY” in front of the invoice number when entering a voucher. If you fail
to enter the “PY”, the form Vouchers — PY Missing must be filled out and sent to:
VISION.CAFR@vermont.gov. Operational Guidance #4- Prior Year Payables
provides further details of how to identify and process prior year payables.

Page 12 of 174


http://finance.vermont.gov/forms/cafr
mailto:VISION.CAFR@vermont.gov
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-guidance

Frequently Asked Questions (FAQs)

How do I know if I have any vouchers that need my attention?

Run the VT_MER_VCHRS_NOT_POSTED query for your business unit. This query
will list all vouchers that have not posted in the Accounts Payable Module. For
additional information and guidance, refer to the Month End Closing Instructions
for the Actuals Ledger located on the VISION Procedures page.

When will my voucher get paid?

Vouchers must be approved and budget checked by the start time for each of
the daily Pay Cycles below for them to get picked up for payment. Vouchers paid
by check will be picked up for payment 4 days prior to their due date to allow for
mailing times.

7:30am — Checks and wires to State Departments
10:00am — Wire Transfers to banks

11:00am — ACH payments

11:30am — Satellite payments

How do I enter a voucher for an invoice that I received in the current fiscal
year that is for an item that I received in the prior fiscal year?

When entering a voucher for goods or services received in the prior fiscal year,
the invoice number should be preceded by “PY” to properly indicate that it is
paying for a prior year payable. This practice ensures accurate reporting of
financial data. For more information, see the Prior Year Payables Operational
Guidance #4 document located on the VISION Job Aids and Operational
Guidance page.

Can I change the terms on a voucher to ensure that the vendor gets paid on
time?

You do not need to change the default payment terms to ensure that the vendor
will get paid on time. VISION automatically uses the invoice date and payment
terms to determine when the voucher will get picked up in a Pay Cycle to be
paid. For more information, see the Payment Terms Policy located on the
Finance & Management Policies page and the Changing Payment Terms
Operational Guidance #1 document located on the VISION Job Aids and
Operational Guidance page.
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How come my voucher has not been paid yet?

There are several things that may cause a voucher to not get picked up in a Pay
Cycle. Use the document Things to look at when a voucher does not get paid
located on the Accounts Payable Module Support page.
http://finance.vermont.gov/vision-module-support/accounts-payable

to help determine why a VISION voucher has not paid. If you need further
assistance, contact VISION Support.

Looking up Vendors

Vendor Maintenance for the State of Vermont is managed and executed centrally
by Financial Operations in a single Vendor database within VISION. VISION
users, depending on their security, will have access to view and report on Vendor
information only.

Vendor additions and changes will be emailed to Financial Operations at
VISION.VendorRequests@vermont.gov via a standard form. The form will be
completed by the user requesting the addition/change and submitted to Financial
Operations by the Business Manager for entry into VISION. The VISION Vendor
Request Form can be found on the VISION website at
http://finance.vermont.gov/forms/vision. Complete the form and save a
copy to your computer so that it can be attached to an email request to
VISION.VendorRequests@vermont.gov.

The following explains how Vendors are maintained in VISION and how to find
and use that information. Due to the nature of the Vendor information in
VISION, it is critical that all operators who will use Vendor information have
some understanding of the information contained within the Vendor files and
how the information is used in VISION.
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The best way to search for a vendor is by using the following
navigation:

Navigation: Vendors > Vendor Information > Add/Update > Vendor

ORACLE’

Home | Workist | AddtoFavories | Signo
Fa\fnvnte; Ma\nvMenu > Vendors : Vendor Information > Add/Update > Vendor
New Window | Help | /&,
Vender Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Maximum number of rows to return (up to 300): 200
setiD: = - STATE aQ
Vendor ID: begins with ~

Persistence: = hd -
Short Vendor Name: begins with

Our Customer Humber: begins with ~

r LR

Name 1: begins with

[Tinclude History 7| Correct History [ Case Sensitive

Search ‘ Clear ‘E!asicSaarch [E save Search Criteria

Find an Existing Value | Add a New Value

The SetID “STATE" will be used for all vendors, thus making vendors available to
all users.

Vendor Information is stored on effective dated rows.

Vendor numbers will be assigned by the system in “Next” number order.

When searching for vendors, “Persistence” should be set to *“Not =" One Time to
get the best results.

The Our Customer Number field is not used by the State of Vermont.

One-Time Vendors:

You may encounter some vendors whose “Persistence” is equal to “One Time”.
These are vendors that were set up to be used only once and they are in a
status of “Inactive” and are not available for use. If it is the only instance of the
vendor for whom you are searching, you will have to request a new
number. We recommend that you search for a vendor using criteria of
Persistence not = “"One Time” so you do not find these in your search for a
vendor id.
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The recommended way to search for a vendor is by Name 1:

Search using “contains” instead of “begins with” and use the most uncommon
word in the name of the vendor

Example: To look up S.D. Ireland Company

Under Persistence: change “begins with” to “not =" One Time

In Name 1, change “begins with” to “contains” and then type in Ireland and click
Search.

ORACLE’

Home | Workist | AddtoFavorites | Signo
Favuvntengam_Menu » Wendors » Vendor Information > AddfUpdate » Vendor

New Window | Help | \&

Vendor Information

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): 300

SetiD: = - saE Q@
Vendor ID: peginswith ~ [
Persistence: not= = OneTime -
Short Ver/dor Hame: begins with ’70\

‘Our Custgmer Humber: begins with + ’70\
Name 1: \ _ containg  * WO\

[Cinciude History [Clcorrect History [CIcase Sensitive

Search | Clear |BaE\cSearch B save Search Criteria

Search Results

View All First Jf] 1-11of 11 Jf Last
[setiD |vendor D [short Vendor Name Our Customer Humber [Name 1 Persistence|
STATE 0000151638 IRELANDIND-001  (blank) Ireland Industries Inc Regular
STATE 0000059441 IRELANDSDB-001 (blank) Ireland S D Brothers Corporation Permanent
STATE 5 IRELANDSDC-001 (blank) Ireland S D Concrete Construction Corp Reqular
STATE 0000272437 SDIRELANDC-001 (blank) Ireland, 8 D Companies JV Regular
STATE 0000274332 IRELANDAMO-001  (blank) Ireland Amos Regular

Once you've found the correct Vendor ID #, you must check the available
addresses — there may be several! Make note of the Address ID that

corresponds to the address you need to pay and make sure that this address is
active.

Click on the correct Vendor and then click on the Address tab.
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ORACLE’

Favortes | Main Menu > Vendors : Vendor Information : Add/Update : Vendor

Summary | Identifying Information | Address | Contacts | Location

setip:  STATE

Home | Workist | AddioFavortes |  Sign out

New Window | Help | Customize Page | B+

Vendor: 0000007449  ShortVendor Name: FAHC  -002 Name:  Fletcher Allen Health Care

Vendor Address o lugnss oot 1orer O Lag Th|s
Address ID: =] d
Description: \Rs:nil Burlington vendor

Find | view Al First Bl 4 or 4 Bl Lot has 67
Effective Date: 101812007 [ =
Status: Active -
Couty USA @ pea states
Address 1: |BAR - Professional Remits
Address 2  |POBox 1063
Address 3: ‘

City: Burlington
County: Postal: 05402-1063
State: VTR vermont

Email ID: ‘

» Payment/Withholding Alt Names

Phone Information

Address is Active as
of the effective date
of 10-18-2007.

Customize | Find | View Al B | B8 First Bl 1 o1 28

Save | [CLReturn to Search | 1] 4[] Hext in List Notify | & Refresh | [ Add Include History Correct History
L

If you do not find the address you need, you must submit a Vendor Maintenance
request form to either have it added, or to replace the address currently on file.
If the address you need has been inactivated, there is a legitimate reason.
Please contact Financial Operations with questions about why a vendor was
inactivated.

NOTE: Finance does not have any “quick” method of verifying
active/inactive addresses other than manually searching through the
vendor information, the same as a user would, so please make sure you
have done your own thorough search before contacting Financial
Operations for help.

If you still have questions, or are uncertain about which vendor to use, contact
the VISION vendor request e-mail address at
VISION.VendorRequests@vermont.gov.
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Enter a Regular Voucher

Situations when this function is used: A regular voucher is entered when
you have an invoice to pay that is not associated with a Contract or Requisition.
A regular voucher which needs to be paid using more than one fund or program
will be paid for with split funding (shown in a future exercise) will use multiple
lines and/or multiple distributions.

Required Fields: Vendor ID*
Vendor Name
Location
Address
Invoice Number*
Invoice Date*
Amount*

GL Unit
Account

Fund
Department ID
Pay Terms

The fields marked with an * should be filled in on the Add a New Value
page. When the fields are filled and you click Add, the system will
immediately let you know if a duplicate voucher has been detected.

This saves time by identifying duplicate vouchers before entering all of
the voucher information.

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

ORACLE’

Favorites . Main Menu > Atcuuntépavab\e > Vuushers > Add/Llpdate > Regular Entry

Hor

Voucher

Business Unit: p1110 @

Voucher ID: NEXT

Voueher Style: Regular Voucher

Short Vendor Nam Q
Vendor ID: Q
Vendor Location: Q
Addi Sequ Number: 0Q

Gross Invoice Amount: 0.00
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Your default BU will appear in the Business Unit field. The Voucher ID will
default as NEXT.

Enter Business Unit

e Leave as user default or
e Enter appropriate business unit.

Enter Vendor ID

e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number

e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice nhumber is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
must be entered per the Agency of Administration’s Bulletins #5 and
#5.5.

Enter Invoice Date

e As per the vendor’s invoice

Enter Gross Invoice Amount
ORACLE’

Favorites - Main Menu > Accounts Payable 3 Vouchers > Add/Update > Regular Entry

Voucher

01110 &

NEXT

Regular Voucher

WASHELECTR-001Q,

0000001580 |,

SINGLE Q
12

48972

05/5111 [&

5000

Estimated No. of Invoice Lines: 1

Add

Click Add
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ORACLE’

Home | Workist | AddtoFavortes | Sign out
Faw'ntes:Ma\n'Menu > AccuuntgPayable > Vuughers > Addjuvpdate > Regular Entry

Mew Window | Help | Customize Page | & -

Invoice Information Payments Youcher Attributes

Business Unit: 01110 Invoice Number: 48972
Voucher ID: NEXT Invoice Date: 05/05/2011 [

Voucher Style: Regular

Vendor: puunnmggn Q Misc. Amount: = Non Merchandise Summary
Name: WASHELECTR-00" ), Freight Amount: =
Location: SINGLE Q
*Address: 1Q
Washington Electric Co-op Inc Total: 50.00
POBox 8 Balance: 0.00
E Montpelier, VT 05651

The Invoice Information page loads. The information entered on the Add a New
Value page has populated the fields on the Invoice Information page. The
following information defaults in:

Accounting Date = current date (this must never be changed manually),

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,

GL Unit defaults in.

Review the Address information that defaulted in from the vendor. If the
address should be changed, click on the magnifying glass to select the correct
address the payment should be sent to.

Note: Any changes to the address on the Invoice Information page
must also be done on the Payments page. The address on the
Payments page is the address the payment is sent to.

Scroll down the screen and the Invoice Lines box can be seen.

Comments
Advanced Vendor Search
*Pay Terms: Net 15 M= Basis Dt Type: Invoice Date Action: ~ Run
Accounting Date: |g5/06/2011 [5]
Control Group: Q *Currency: uUsD @
Copy from a Source Document
PO Unit: ., Purchase Order: @ CopyPO Worksheet Copy Option: None -
Invoice Lines Find | View All First Bl 4 o1 I Last
Line *Distribute by Iitem Description Quantity UOM Unit Price Extended Amount =l
1 Amount v | Q | I Q | [ 50.00
Ship To SpeedChart
PFMMTPOI L @, [JUse One AssetiD

~ Distribution Lines Customize | Find | First Bl 1 or1 ¥ Last
GL ChartFields 1 [{GLCharrieids 2| | Exchange Rate || Statistics |\ [[Assels

’_Amcmnt Quantity | *GL Unit *Account Fund Department Program |Class Project Affiliate Openltem
1] 50.00 [o1110 @ | Q| Q| Q| Q| Q[ Q| Q Q ] [=]

&) save | [=] Notify | 75 Refresh | [Es Add | B Update/Display

Invoice Information | Pavments | Voucher Attributes
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Enter Line Description
e Enter the description of what you are paying the invoice for

Enter Amount under Distribution Lines

e Enter the full amount of the invoice if you are only using a single line and
distribution or

e Enter the amount of the invoice that you are going to pay for only this line
and/or distribution

Enter Account Number

e Enter the account number or
e Click on the magnifying glass to select from the list

Enter Fund

e Enter the fund or
e Click on the magnifying glass to select from the list

Enter Dept ID

e Enter the Dept ID or
e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)

Enter Project/Grant (If used by your department)
ORACLE’
Fa\'uvriteséMainvMenu > Accountg‘Payab\e » Vuushers > Addelndate » Regular Entry
*Address: ’_1Q

Washington Electric Co-op Inc Total: 50.00
PO Box 8 Balance: 0.00

E Montpelier, VT 05651

Comments

Advanced Vendor Search

*Pay Terms: Met 16 = Basis Dt Type: s Action: - M
Accounting Date: |05/06/2011 [
Control Group: xQ *Currency: usD Q@

Copy from a Source Document
PO Unit: T, Purchase Order: C,  CopyPO Worksheet Copy Option: None -
Invoice Lines Find | View All First | 10f1 L] Last

Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount EI=]
1 Amount ~ | Q | [ Q | [ 50.00

Ship To SpeedChart
PFMMTPOIC, Q []use One AssetID

~ Distribution Lines Customize | Find | View Al & First B 1 or 1 I Last

" GL ChartFields 1 [IGLCharirieids 200 1 Exchange Rate ]| Statistics ) [| ASseis:
[ |amount  |guantitv[-GLunit  |:Account |Fund Department ogram  |Class Project Affiliate
1 50.00 01110 @ [521100 < [10000 @ [111003000 Q Q Q Q Q & [=]

& save | [ notity | Refresh @ FlUpdateDisplay
The page should now look similar to the one above.
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Click on Payments Tab
ORACLE  GCEEESSesSSEmmeseeeeeeeeeeee

Favorites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Number: 43792

Voucher ID: MNEXT Invoice Date: 05/05/2011

Voucher Style: Regular Total: 50.00

Vendor: Washingten Electric Co-op Inc *Pay Terms: Met 15 ~ Schedule Payments
PO Box 8

E Montpelier, VT 05651

Payment Information Eind | View Al First (] 10of1 o Last
=l
Scheduled Payment: 1
*Remit to: = Gross Amount: usD
Location: Discount: uso Discount Denied
*Address: 1|Q, Late Charge
Washington Electric Co-op Inc Scheduled Due:
PO Box 8

Net Due:
E Montpelier, VT 05651
Discount Due:

Accounting Date:

Review Payment information that defaulted in from the vendor.

Gross Amount shows $0, but the correct amount will fill in when the
voucher is saved.

Note: The address selected on the payment information page is the
address that the payment will be sent to — regardless of what address
is on the invoice information page.

Special Handling

Under the Payment Method section, you will see a field for *Handling. In this
field you can designate any special handling you require for this payment.

Click on the magnifying glass to the right of this field to see what the choices
are.

Payment Method

“Bank: Pay Group:

*Account: *Handling: RE !

*Method: Check *Netting:

Message: Messages

Message will appear on remittance advice.

A new page will open, showing the available options.
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Look Up Handling

Cancel

b
Search Results
1-Tof 7

SetiD Payment Handling Description Short Description Seguence Humber
STATECA Call Department Zall go
STATECE Held - Office of Child Support  OCS 30
STATEDE Held by Employment & Training DET 20
STATEDP = Department i
STATERE Eegular Pavment Reqgular a0
STATETA Held by Tax Depardment Tax 10
STATETR Sentto Trustee by Treasurer  Treasurer 40

The only ones you would use in a voucher are: CA, DP, and RE. These are used
in the following manner:

CA  This allows a user to receive a call from the Treasurer’s office when the
check has been cut, usually so that it can be picked up by the
department. This may occur when a check is needed in-hand for hotel or
conference registrations, for example.

DP  If a user wants the check sent back to his/her department for sending out
separately, they can select this option.

RE A payment made with no changes to this field, will show the handling of
“RE”, Regular Payment. This is the default for this field.

DO NOT USE these handling codes in a voucher:

Held by the Office of Child Support

Held by the Department of Labor (formerly Employment & Training)
Held by the Tax Department

Sent to Trustee by Treasurer

B RQR

Message — whatever you type in this field will appear on the check stub.
Though the field is very large, you are limited to 35 characters of information.
Anything more than that will be cut off when the check is printed.

Payment Method

“Bank: Pay Group:

*Account: *Handling: RE Q

*Method: Check *Netting:

Message: Messages

Message will appear on remittance advice.
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More payment options can be found in the Payment Options section.

Schedule Payment Payment Options
*Action: Schedule Payment Date: |l Hold Payment: ] Separate Payment: [
Pay: Reference: Hold Reason: (&}

Letter of Credit: =

- /,_ - -

Hold Payment — if you check this box, the payment will not process. When you
check this box, you will also need to designate a Hold Reason. Click on the
magnifying glass to see the list of reasons. This page will display:

Select one of the following values:

ACC Accounting in Dispute

AMT Amountin Dispute

CCR |[CCR Expired

CRT |Confract Retention

EFT EFTincomplete arnot Prencted

GDE |Goods in Dispute

IP Inkound IPAC Required
QTY |Quantity in Dispute
WTH [Withholding Hold

Cancel

A payment that has been put “on hold” will not pay until this box is
unchecked and saved. Then it will process as normal.

Schedule Payment Payment Options

*Action: Schedule Payment Date: Hold Payment: [ Separate Payment;_ [
Pay: Reference: Hold Reason: Q,
Letter of Credit:

- e e o - - /H

Separate Payment — Select this box if this payment needs to go separately to
the vendor. This may be used along with the Payment Handling options of DP
and CA; in that way the check will only pertain to one department’s payment for
that vendor in the paycycle.

International Payments:

When making a payment to a foreign address, choose the handling code of DP.
The check will be sent to the department and the department will need to
correct the address and mail the check. Checks written to foreign addresses
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don't print with the correct Postal format because the 3-letter country code
shows in the “remit to” address, but that and the full country name don't print on
the check itself. The other issue is that domestic postage is put on ALL checks
from the Treasurer’s office, which results in insufficient postage for foreign
payments and the checks being returned undeliverable.

Once all the payment options have been chosen,

Click Save
e Voucher is saved; Gross Amount has filled in with the voucher amount.

ORACLE’ T

Favorites Main Menu > Accounts Payable > Wouchers : Add/Update » Regular Entry

Summary | Invoice Information | Payments | VoucherAtributes | Error Summary

Business Unit: 01110 Invoice Number:  48792-1

Voucher ID: 00004627 Invoice Date: 05/05/2011

Voucher Style:  Regular Total: 50.00

Vendor: Washington Electric Co-op Inc *Pay Terms: Met 15 ~ | Schedule Payments
PO Box &

E Wontpelier, VT 05651

Payment Information Eind | Wiew Al First Bl 4 o1 I Last

Scheduled Payment: 1
*Remit to: 0000001580 [F3] (Fros AT 50.00/ USD
Location: SINGLE Discount: 0.00] UsD Discount Denjed
*Address: |_1Q Late Charge
Washington Electric Co-op Inc Scheduled Dre—05/20/20
PO Box 8

Net Due: R
E Montpelier, VT 05651

Discount Due:

Accounting Date:

e Voucher ID # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

ORACLE’ e

Favorites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

BOsiness Unit: 09110

Invoice Number: 487921

Voucher ID: 00004627 Invoice Date: 05/05/2011
Voucher Style: Regular Total: 50.00
Vendor: Washingten Electric Co-op Inc *Pay Terms: Net15 ~ | ESledielEayments

PO Box 8
E Montpelier, VT 05651
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Enter a Regular Voucher with a BDA

Situations when this function is used: A regular voucher is entered for a
purchase that requires a Blanket Delegation of Authority (BDA). BDA vouchers
may have a single line and distribution or multiple lines and/or multiple
distributions.

Required Fields: Vendor ID*
Vendor Name
Location
Address
Invoice Number*
Invoice Date*
Amount*

GL Unit
Account

Fund
Department ID
Pay Terms

Item

Line Description

The fields marked with an * should be filled in on the Add a New Value page.
When the fields are filled and you click Add, the system will immediately let
you know if a duplicate voucher has been detected. This saves time by
identifying duplicate vouchers before entering all of the voucher information.

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Fa\fo_r'rtes Main'Menu > Accountépavable > \-'oushers > Add,.-’Llpdate > Regular Entry

Voucher

[ | Adaanew vawe |

Business Unit: p1110 &y

Voucher ID: MNEXT

Voucher Style: Regular Woucher -
Short Vendor Hame: L&}

Vendor ID: Q.

Vendor Location: (&}

Address Sequence Number: 03

Invoice Number:
Invoice Date:
Gross Invoice Amount: 0.00

Estimated Ho. of Invoice Lines: 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will
default as NEXT.
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Enter Business Unit
e Leave as user default or

e Enter appropriate business unit.

Enter Vendor ID
e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
must be entered per the Agency of Administration’s Bulletins #5 and
#5.5.

Enter Invoice Date
e As per the vendor’s invoice

Enter Gross Invoice Amount
ORACLE

Favorites @ Main Menu > Accounts Payable > “ouchers > Addf/Update = Regular Entry
-~ - -~ - -

Voucher

(g anxising Valus ] Ada 3 now vaie

Business Unit: 01110 G

Voucher ID: MEXT

Voucher Style: Regular Voucher -
Short Vendor Name: STAPLES#16-001 CL

Vendor ID: 0000003393 O

Vendor Location: SINGLE Q

Address Sequence Number: 1S

Invoice Number: 23456

Invoice Date: 05/511

Gross Invoice Amount: 2435.00

Estimated No. of Invoice Lines: 1

Add

Click Add
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Business Unit:
Voucher ID:

Voucher Style:

Vendor:

Name:

Location:
*Address:

Staples #166

*Pay Terms:

‘Control Group:

861 Williston Rd Balance:
S Burlington, VT 05403

ORACLE’

Favn'rite; Main'Menu + Accounts Payable > Vouchers : Add/Update : Regular Entry

Invoice Information

01110 Invoice Number: 23456
NEXT Invoice Date: 05/05/2011 [

Regular

booooo33zaz Q Misc. Amount: =] INon Merchandise Summary
STAPLES#16-001 O Freight Amount: 5]
SINGLE Q
1
Total: 2,435.00
0.00

Comments

Advanced Vendor Search

Net3o  + & BasisDUTYDE: |nyoice Date Action: - _Run |
Accounting Date: |p5/06/2011 [5

Q *Currency: UsD @

The Invoice Information page loads. The following information defaults in:
Accounting Date = current date (this must never be changed manually),

Enter

Enter

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,
GL Unit defaults in.

Item
Enter the BDA being used for this purchase. If you are unsure of the

correct BDA number to be used, type "BDA" in the Item field and click the
magnifying glass to list all BDAs. Select the correct BDA.

A full list of BDAs, their numbers and uses can be found on the Office of
Purchasing & Contracting website at:
http://www.bgs.vermont.gov/purchasing-contracting/forms/bda

Line Description
Enter the description of what you are paying the invoice for.

The description associated with the BDA will default into the Description
field. (If your business process requires you to use the description field
for some other purpose, you may type in a different description. After the
voucher is saved, the description you type in will remain.)
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Advanced Vendor Search

*Pay Terms: Net 30 » [ Basis Dt Type: Invoice Date Action: - _Run
b5

Accounting Date: |g5/06/2011 [5]
Control Group: Q *Currency: usoD Q

Copy from a Source Document
PO Unit: <, Purchase Order: Q,  CopyPO | Worksheet Copy Option: None -
Invoice Lines FEind | View Al First n 10f1 o Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount v | Q| [ [ e | [ 2,435.00

Ship To SpeedChart

PFMNTROI G, @ [Juse One AssetID

~ Distribution Lines Customize | Find | View 41| B 2

[ GL ChartFields 1 |JGLChanFieids 20 [[\Exchange Raie | | S A =»

[ |amount [Quantitv[-GLunit [-Account |Fund Department Program  |Cla
1] 243500 | o110 @ | < | a | Q| Q|

First L4 1 of 1 2] Last

Enter Amount under Distribution Lines

e Enter the full amount of the invoice if you are only using a single line and
distribution or
e Enter the amount of the invoice that you are going to pay for only this line
and/or distribution
Enter Account Number
e Enter the account number or
e Click on the magnifying glass to select from the list
Enter Fund
e Enter the fund or
e Click on the magnifying glass to select from the list
Enter Dept ID

e Enter the Dept ID or
e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)
Enter Project/Grant (If used by your department)
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Advanced Vendor Search

*Pay Terms: Met 30 - Basis Dt Type: Invoice Date Action: -

Accounting Date: |g5/06/2011 [
Control Group: Q *Currency: usb @,

Copy from a Source Document

PO Unit: Purchase Order: CopyEd Worksheet Copy Option: Mone -
Invoice Lines Find | Vie First B0 4 of 1 I Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount EI
1 Amount ~ [BDA1 @ [File Cabinets [ Q | [ 2,435.00
Ship To SpeedChart

PFMMTPOI Y, o [[use One AssetID

~ Distribution Lines Customizs | Find Al First 0 4 of 1 B Last
[ GL ChartFields 1 [[JGLChartrieids 2|\ Exchange Rate || Statistics |\ [ [ Asseis
Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openltem

1] 243500 | [o1110 @, [522700 @ [10000 4 [1110002000 L | Q| Q| Q| Q| Q &l =]

The page should now look similar to the one above.

Click on Payments Tab

ORACLE TS SSmmmmmmmmeee

Favorites Main Menu > Accounts Payable » Vouchers > Add/Update : Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

Business Unit: 01110 Invoice Number: 23455
Voucher ID: 00004628 Invoice Date: 05/05/2011
Voucher Style:  Regular Total: 243500

Vendor: Staples #166 *Pay Terms: Met 30 - Schedule F’a].rmemsl

861 Williston Rd
S Burlington, VT 05403

Payment Information Find | View Al First B 1 o1 I Last
=
Scheduled Payment: 1
*Remit to: ( Gross Amount:
Location: SINGLE Riscount: Discount Denied
*Address: 111G, Late Charge
Staples #166 Scheduled Due:  |05/04/2011

861 Williston Rd
S Burlington, VT 05403

412011

Net Due:
Discount Due:

Accounting Date:

Review Payment information that defaulted in from the vendor.
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Note: The address selected on the payment information page is the
address that the payment will be sent to — regardless of what address
is on the invoice information page.

Click Save

e Voucher is saved
e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Summary | invoice information | If If 1
Business Unit: 01110 Invoice Number:  |69097468-FIN3
Voucher ID: 00004718 Invoice Date: 04/0112011 3]

Voucher Style: Regular

Vendor: jpoooo42669 aQ Misc. Amount: ]| Non Merchandise Summary
Name: INFORMATIO-021 Q) Freight Amount: =
Location: SINELE Q,
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Enter a Regular Voucher with Split Funding

Situations when this function is used: A regular voucher is entered when
you have an invoice to pay that is not associated with a Contract or Requisition.
A regular voucher which needs to be paid using more than one fund or program
will be paid for with split funding (shown in this exercise) will use multiple lines
and/or multiple distributions.

Required Fields: Vendor ID*
Vendor Name
Location
Address
Invoice Number*
Invoice Date*
Total Amount*
GL Unit
Account
Fund
Department ID
Pay Terms

The fields marked with an * should be filled in on the Add a New Value
page. When the fields are filled and you click Add, the system will
immediately let you know if a duplicate voucher has been detected.
This saves time by identifying duplicate vouchers before entering all of
the voucher information.
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

| 1 i vaio |

Business Unit: 01110 QL

Voucher ID: MEXT

Voucher Style: Regular Youcher -
Short Vendor Name: o'}

Vendor ID: o}

Vendor Location: Q,

Address Sequence Number: 03,

Invoice Humber:

Invoice Date: el

Gross Invoice Amount: 0.00
Estimated No. of Invoice Lines: 1

Add

Your default BU will appear in the Business Unit field, Voucher ID will default as
NEXT, Voucher Style = Regular Voucher.
Enter Business Unit

e Leave as user default or
e Enter appropriate business unit.

Enter Vendor ID

e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number

e Enter Vendor's Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
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must be entered per the Agency of Administration’s Bulletin 5 and
Bulletin 5 Guidance and Procedures.

Enter Invoice Date
e As per the vendor’s invoice

Enter Gross Invoice Amount
Voucher

| [ doaow vae

Business Unit: 01110 3
Voucher ID: MEXT
Voucher Style; Regular Voucher -
Short Vendor Name: WASHELECTR-001C,
Vendor ID: 0000001580 O
Vendor Location: SINGLE QL
Address Sequence Number: 13
Invoice Humber: 453-79826
Invoice Date: 05171 [
Gross Invoice Amount: 150.00|
Estimated No. of Invoice Lines: 1
Add

Click Add

Fa\fnvr'rtes MainvMenu » Accounts Payable > WVouchers > Add/Update > Regular Entry

I 1

Business Unit: 01110 Invoice Number:  |458-79326
Voucher ID: MNEXT Invoice Date: 051712011 [

Voucher Style: Regular

Vendor: fooooo1580 Q Misc. Amount: = Non Merchandise Summary
Name: WASHELECTR-00" G, Freight Amount: i
Location: SIMGLE Q,
*Address: 1Q
Washington Electric Co-op Inc Total: 150.00
PO Box 8 Balance: 0.00

E Montpelier, VT 05651

Comments

Advanced Vendor Search

*Pay Terms: Net 15 v & Basis Dt Type: Invoice Date Action: - _Run
Accounting Date: |g5/49/2014 3

Control Group: Q *Currency: usp @,

The Invoice Information page loads.
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The following information defaults in:
Accounting Date = current date (this must never be changed manually),
Currency = USD,
Distribute by = Amount,
Ship To = default ship to location for your Business Unit,
GL Unit defaults in.

Enter Line Description
e Enter the description of what you are paying the invoice for
Enter Amount under Distribution Lines

e Enter the full amount of the invoice if you are only using a single line and
distribution or
e Enter the amount of the invoice that you are going to pay for only this line
and/or distribution
Enter Account Number
e Enter the account number or
e Click on the magnifying glass to select from the list
Enter Fund
e Enter the fund or
e Click on the magnifying glass to select from the list
Enter Dept ID

e Enter the Dept ID or
e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)
Enter Project/Grant (f used by your department)
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Scroll all the way over to the right of the screen and click on the + box located
at the end of the distribution line
X O oo S e

x |Btos Calendar MSN  Share
Script Prompt:

@ | Enter number of rows to add:
ol

FEVO‘HTES

oLy . e L. [

B or B v oag

Voucher Style: Regular

Vendor: [ooooootseo |y Misc. Amount: [ 15 Non Merchandise Summary
Name: ’m Q, Freight Amount: ,7 =

Location: W Q

*Address: ’71 Q,

Washingten Electric Co-op Inc Total: 150.00
PO Box 8 Balance: 0.00
E Montpelier, VT 05651
Comments
Advanced Vendor Search
*Pay Terms: Net15 - Basis Dt Type: Invaice Date Action: ~ Run
Accounting Date: [05/19/2011 [3]
Control Group: Q *Currency: usD Q
Copy from a Source Document
PO Unit: @ Purchase Order: @, _Copy PO | Waorksheet Copy Option:  None -
Invoice Lines Find | View Al First Kl 4 or1 B Last
Line “Distribute by Item Description Quantity UOM Unit Price Extended Amount =l
1 Amount v | Q| [ Q | [ 150.00

Ship To SpeedChart
[PrumTPoic, [ @ []UseOneAssetid
~ Distribution Lines o
[ GLchartFields 1 [JGIChanriens2)) [[ExchangeRaie

= [ &
’_ Amount Quantity [*GL Unit *Account Fund Department Program |Class Project Affiliate
1] 15000 jo1110 @ | Q\ Q[ Q| Q| a | Q a F =

A prompt box will open asking how many rows to add with a default of 1

First I 4 of 4 I Last

Click OK or change the amount to the number of distribution lines that need to
be added and click OK

PO Unit: l:IQ Purchase Order: Q. CopyFO | Worksheet Copy Option;

Line *Distribute by Item Des|iption Quantity UOM Unit Price Extended Amount
1 [Amount v | o | Il [ | N 150.00|
Ship To SpeedChart

PFMMTPDQ [ ] Ouseoneassetio

CuslnmlzelFdelew NI| First " 12of2 '

GL ChartFields 1 ' GL CharfFields 2 | Exchange Rate | Statistics

Amount Quantity *GL Unit *Account  Fund Degar‘lment Program Class Project Affiliate Openltem
1| 10000 | [01110 | [s21100 | [10000 (@ [1110003000 | | e | la | o | @ |JamEE
e[ 5000 | [a1110 Je [s21100]@ [10000 | [1110004000 | | e | la | la | a[  JamE

Distribution Line 2 opens for Line 1 of the Voucher. The Amount field populates
with the remaining amount that needs to be distributed. The GL Unit, Account,

Fund, and Dept ID automatically populate with the same information as in
distribution line 1.
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Enter Account Number

e Allow default value to remain
e Enter a new account number or
e Click on magnifying glass to select from the list

Enter Fund

e Enter the fund or
e Click on the magnifying glass to select from the list

Enter Dept ID
e Enter the Dept ID or

e Enter the last 4 digits of your business unit (to narrow your search) and

click on the magnifying glass to select from the list

Enter Program (if used by your department)
Enter Class (if used by your department)
Enter Project/Grant (if used by your department)

Click on Payments Tab

Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Business Unit: 01110 Invoice Number:  453-79826

Voucher ID: MEXT Invoice Date: 051712011

Voucher Style: Regular Total: 150.00

Vendor: Washington Electric Co-op Inc *Pay Terms: [EEEM - Schedule Payments
PO Box 8

E Montpelier, VT 05651

Payment Information Find | View Al First < 1 of 1 ) | Last
=l
Scheduled Payment: 1
*Remit to: 0000001580 Q.5 Gross Amount: 0.00 USD
Location: SINGLE & Discount: usD Discount Denied
*Address: 13 Late Charge
Washington Electric Co-op Inc Scheduled Due: E‘]
PO Box 8
Net Due:
E Montpelier, VT 05651
Discount Due:
Accounting Date:

Review Payment information that defaulted in from the vendor.

Note: Gross Amount shows $0, but the correct amount will fill in when

the voucher is saved.
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Favorites Main Menu > Accounts Payable » WVouchers > Add/Update > Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

Business Unit: 01110 Invoice Number:  453-79526

Voucher ID: 00004720 Invoice Date: 05172011

Voucher Style: Regular Total: 150.00

Vendor: Washington Electric Co-op Inc *Pay Terms: Met 15 ~ Schedule Payments
PO Box 8

E Montpelier, VT 05651

Payment Information

Find | View Al First | (] 10f1 )| Last

FH[=

Scheduled Payment: 1
*Remit to: oooooo1580 GV 150.00 UsD
Location: SINGLE C = 50T USD Discount Denied
*Address: 1Q, Late Charge
Washington Electric Co-op Inc Scheduled Due:  |06/012011 [
PO Box 8

Net Due: -
E Montpelier, VT 05651

Discount Due:

Accounting Date:

Note: The address selected on the Payments page is the address that

the payment will be sent to — regardless of what address is on the
invoice information page.

Click Save

e Voucher is saved

e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Favorites | Main Menu > Accounts Payable > Vouchers : Add/Update » Regular Entry

Invoice Information

Business Unit. 01110 Invoice Number: |458—?9325

Voucher ID: 00004720 Invoice Date: 05M72011 [#)
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Enter a Purchase Order Voucher

Situations when this function is used: Purchase orders are created from a
Requisition or to draw down on a contract. When the invoice is received, the
information is copied from the purchase order into a voucher to pay the vendor.

Required Fields: Vendor ID
Vendor Name
Location
Address
Invoice Number
Invoice Date
Total Amount
GL Unit
Account
Fund
Department ID
Pay Terms
PO Unit
Purchase Order Number
Distribute By
Description
Quantity
UOM
Unit Price
Ship To

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Fa\rclvr'rtes MainvMenu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

End an SustngValue | Ata 3 ew vaiue

Business Unit: p1110 @

Voucher ID: MNEXT

Voucher Style: Regular Voucher -
Short Vendor Name: Q.

Vendor ID: Q

Vendor Location: [}

Address Sequence Number: 0|

Invoice Number:

Invoice Date:

Gross Invoice Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Your default BU will appear in the Business Unit field; Voucher ID will default as
NEXT; Voucher Style defaults in as Regular Voucher.
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Enter Business Unit

e Leave as user default or
e Enter appropriate business unit.

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number

must be entered per the_Agency of Administration’s Bulletin 5 and
Bulletin 5 Guidance and Procedures.

Enter Invoice Date
e As per the vendor’s invoice

Voucher

| [  iow vaie |

Business Unit; 01110 G
Voucher 1D: MEXT
Voucher Style; Regular Voucher -
Short Vendor Hame: ')
Vendor ID: QL
Vendor Location: QL
Address Sequence Number: o
Invoice Number: 458956
Invoice Date: 0511111 1
Gross Invoice Amount: 0.00
Estimated MNo. of Invoice Lines: 1
Add
Click Add
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Favorites Main Menu > Accounts Payable : WVouchers : Add/Update > Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Number: 458956
Voucher ID: NEXT Invoice Date: 05/01/2011 [=]

Voucher Style:  Regular

Vendor: | aQ, Misc. Amount: ﬂ Mon Merchandise Summary
Hame: Q Freight Amount: ﬂ

Location:

*Address:

Total: 0.00
Balance: 0.00

Comments

The Invoice Information page loads. The following information defaults in:
Accounting Date = current date (this must never be changed manually),
Currency = USD,

Distribute by = Amount,
Ship To = default ship to location for your Business Unit,
GL Unit defaults in.

Lomments
Advanced Vendor Search
*Pay Terms: = Basis Dt Type: Invoice Date Action: * Run
Accounting Date: |g5/19/2041 [#]
Control Group: Q *Currency: UsD @,
Copy from a Source Document
PO Unit: Q) Purchase Order: @, CopyPO | Worksheet Copy Option: Mone -
Invoice Lines FEind | View Al First Bl 4 or 1 B Last
Line *Distribute by Htem Description Quantity UOM Unit Price Extended Amount =l
1 Amount + | Q| [ a | [ 0.00

Ship To SpeedChart
PRMMTPOIC, | @ [[luse One Asset D

= Distribution Lines Customize | Find | View 41| B | 38

FirsttI 10f1 > Last

" GL ChartFields 1 [GLChartFisids 2| [ Exchange Rate ||| Statistios|\ [ Assets
'_ Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openltem
i ow  mmal Q@] al @ Q| a @ @#HE

=] Savel = Nntlfyl 4 Refresh | E Adcll UpdatefDlsplayl
Under Copy from a Source Document

Enter PO Unit
e Or click on magnifying glass to select from the list
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Enter Purchase Order number

e Enter the PO number that corresponds to the invoice and be sure to
include the leading zero’s
e Or click on magnifying glass to select from the list

Click on Copy PO

Favorites | Main Menu > Accounts Payable > Vouchers » Add/Update > Regular Entry
- H - - b -

Invoice Information [ ” ]
Business Unit: 01110 Invoice Number: 458956
Voucher ID: NEXT Invoice Date: 05/01/2011 [3]
Voucher Style: Regular B B
Vendor: bUUU-]E;gg-]-] aQ Misc. Amount: | Mon Merchandise Summary
Name: VERIZONWIR-002 ) Freight Amount: ]
Location: MULTIPFLE &
*Address: 1Q,

The purchase order information is copied into the voucher. Vendor number,
vendor address and the total amount default in from the purchase order. If you
are not vouchering for the full amount of the purchase order, update amount to
the amount of the invoice from vendor.

Review the Address information that defaulted in from the vendor. If the
address should be changed click on the magnifying glass to select the correct
address the payment should be sent to.

Note: Any changes to the address on the Invoice Information page
must also be done on the Payments page. The address on the
Payments page is the address the payment is sent to.

Copy from a Source Document

PO Unit: Purchase Order: Worksheet Copy Option: Nong -
Invoice Lines Find | View Al First o 10f1 ] Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount El
1 Amount ~ 00000000 C, |VERIZOW WIRELESS CEL |1.0000 EA QL 218.17000 218.17
Ship To SpeedChart
PEMMTPOICY, [use One Asset ID
}Tj' e Owverride PO Distribution %

Redistribute by percentage diew PURecener

~ Distribution Lines Customize | Find | View Al B0 B First K 4 or+ Il st

[ Gt Chanriciss + | jGUcHaREE 2 [ EigE e |

1 100.0000 218.17 | 1.0000 (01110 Q& |516659 C (10000 & {1110003000 &

Payment terms default in. Under Invoice Lines Distribute by, Description,
Quantity, UOM, Unit Price and Extended Amount load in from the purchase
order. The Chart Field distribution is also populated from the purchase order.
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Crverride PO Distribution %

Two buttons appear: and Redistribute by percentage .

Copy from a Source Docum>nt
PO Unit: Vurchase Order: Worksheet Copy Option: Mone -
Invoice Lines £ind | View A1 First Kl 4 or 1 I Last
Line *Distribute by Item Description Quantity UOM  Unit Price Extended Amount =
1 Amount ~ (0000000 C [VERIZON WIRELESSCEL [1.0000 [EA G [ 21817000 21817
Ship To SpeedCha
PFMMTPOIC, [ use One Asset 1D

.ﬁj Iy Override PO Distribution %

Redistribute by percentage —_—

~ Distribution Lines Customize | Find | View Al | 2 First Kl 1 o 1 I Last
|
GL ChartFielas 1 [[IGICHarFias 20 [[JEXchange Ratell || Statistics ) | NASseE

liPercenl Amount Quantity | *GL Unit *Account Fund Department Program |Class Project Openltem
11000000 21817 [1.0000 [01110 Q [516659 & [10000 O [1110003000 < | Q| Q| Q| Q Q =

These buttons are used in the following ways:

Override PO Distribution %

Click this button to override the purchase order percentages. After clicking the
button, the Percentage column becomes available for edit. The totals entered
must equal 100. Once reallocated, click the Allocate by Pct button to reallocate
the expenses. This button only appears for vouchers created from purchase
orders or receipts. This will only work if the voucher has a PO line with more
than one distribution line.

Redistribute by percentage
Click this button to reallocate the voucher line’s quantity and amount over the

distributions by the percentage copied forward from the purchase order. This
button only appears for vouchers created from purchase orders or receipts. This
will only work if the voucher has a PO line with more than one distribution line.

Click on Payments Tab

Favorites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Invoice Information Payments Voucher Atributes

Business Unit: 01110 Invoice Number: 458956

Voucher ID: MNEXT Invoice Date: 05/01/2011

Voucher Style:  Regular Total: 21817

Vendor: Verizon Wireless Services LLC “Pay Terms: Net 30 v
PO Box 15062
Albany, NY 12212-5062

Payment Information Eind | view Al First Bl 4 o 1 B Last
=
Scheduled Payment: 1
*Remit to: 0000169911 QL Gross Amount: 0.00 USD
Location: MULTIPICY, Discount: usbD Discount Denied
*Address: 1Q, Late Charge

Review Payment information that defaulted in from the purchase order.
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Note: Gross Amount shows $0, but the correct amount will fill in when
the voucher is saved.

Faw:uvr'rtes MainvMenu > Accounts Payable > WVouchers > Add/Update > Regular Entry
Summary Invoice Information Payments Voucher Attributes Error Summary

Business Unit: 01110 Invoice Number: 458955

Voucher ID: 00004704 Invoice Date: 05/01/2011

Voucher Style:  Regular Total: 218.17

Vendor: Verizon Wireless Senvices LLC *Pay Terms: h WI
PO Box 15062
Albany, MY 12212-5062

Payment Information Find | View Al First B 4 op ¢ I Last
=l
Scheduled Payment: 1
*Remit to: 0000169911 Q5 e — 21817 USD
Location: MULTIPIC, Discount: 7O UsSD Discount Denied
*Address: 1Q, Late Charge

Note: The address selected on the payment information page is the
address that the payment will be sent to — regardless of what address
is on the invoice information page.

Click Save

e Voucher is saved
e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Fa*.rqrr'rtes MainTMenu » Accounts Payable > Vouchers > Add/Update > Regular Entry

Payments

Business Unit: 01110 Invoice NHumber: 458056
Voucher ID: 00004704 Invoice Date: 05014201
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Enter PO Voucher — Use only some PO lines

Situations when this function is used: Purchase orders are created from a
Requisition or to draw down on a contract. When the invoice is received, the
information is copied from the purchase order into a voucher to pay the vendor.
In some cases, the purchase order may have multiple invoices that need to be
paid against it. The following directions show how to pay an invoice using only
part of a purchase order.

Required Fields: Vendor ID
Vendor Name
Location
Address
Invoice Number
Invoice Date
Total Amount
GL Unit
Account
Fund
Department ID
Pay Terms
PO Unit
Purchase Order Number
Distribute By
Description
Quantity
UOM
Unit Price
Ship To
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Favojtes Mainvrv'lenu » Accounts Payable > Vouchers > Add/Update » Regular Entry
Voucher
[ | Add anew vae
Business Unit: 01110 QY
Voucher ID: MEXT
Voucher Style: Regular Voucher -
Short Vendor Hame: Q,
Vendor ID: a
Vendor Location: a
Address Sequence NHumber: 0Q,
Invoice Number:
Invoice Date: El
Gross Invoice Amount: 0.00
Estimated No. of Invoice Lines: 1
Add

Your default BU will appear in the Business Unit field; Voucher ID will default as
NEXT; Voucher Style defaults in as Regular Voucher.

Enter Business Unit

e Leave as user default or
e Enter appropriate business unit.

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
must be entered per the Agency of Administration’s Bulletin 5 and
Bulletin 5 Guidance and Procedures.

Enter Invoice Date

e As per the vendor’s invoice
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Voucher

Find an Existing Value Add a New Value

Business Unit:

01110 | Q

Voucher ID: NEXT

Voucher Style: Regular Youcher -
Short Vendor Name: | Q,

Vendor ID: Ii ')

Vendor Location:

—

Address Sequence Humber: 03,

Invoice Number:

Invoice Date:

1245845

051114 [#]

Gross Invoice Amount: |

Estimated No. of Invoice Lines: 1

Add
Click Add

Invoice Information Payments

Business Unit: 01110
Voucher ID: MEXT
Voucher Style: Regular

Vendor: “— Q
Name: ’— Q
Location:
“Address:

Fa\.fuvr'rtes MainvMenu > Accounts Payable > Vouchers : Add/Update > Regular Entry

Voucher Attributes

Invoice Number: 245845

Invoice Date: 05/01/2011 [3
Misc. Amount: li = MNon Merchandise Summary

Freight Amount: =

Total: 0.00
Balance: 0.00

The Invoice Information page loads. The following information defaults in:
Accounting Date = current date (this must never be changed manually),

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,

GL Unit defaults in.
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Advanced Vendor Search

*Pay Terms: = Basis Dt Type: Invoice Date Action: ~ Run

Accounting Date: [p5/19/2011 [
Control Group: ’70\ *Currency: UsD | Q

Copy from a Source Document

PO Unit: ©_  Purchase Order: @ CopyPO | Worksheet Copy Option: None -
Invoice Lines FEind | View Al F\rstn 1 0f 1 o Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount v | Q | \ Q | [ 0.00
Ship To SpeedChart
pruntroic, [ @ [[UseOne AssetiD
~ Distribution Lines customize | Find | View A1 B B First B0 4 op1 B Last
[ 6L chartrielss 1 G Charrieias 2 [ Exehange rate | || Statistics ) [ NAs==ie ) =
Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openltem
1] 000 | 01110 Q| Q| Q| Q| Q| Q| Q| Q| Q B E
=] Savel [=] Notify | L Refresh | E‘+Adc|| 7 Update/Display

Under Copy from a Source Document
Click on Dropdown to the right of Worksheet Copy Option
e Choose Purchase Order only

Copy Worksheet page opens. PO Unit defaults in with the unit entered in Copy
from section. PO Dt Opt defaults as No Date.

Favorites | Main Menu > Accounts Payable > Vouchers » Add/Update » Regular Entry
- o - - - -

Copy Worksheet

Unit: 01110 Voucher:  NEXT Back to Invoice

* PO Lookup Criteria

PO Unit: | Q PO No.: Q, View Matched /Cancelled Only
*PO Dt Opt: Mo Date hd PO Date: ’7@ ooy T fouciier Szarc

Enter PO Unit
e Or click on magnifying glass to select from the list

Enter Purchase Order number

e Enter the PO number that corresponds to the invoice and be sure to
include the leading zero’s

e Or click on magnifying glass to select from the list

Click Search
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Favovr'rtes MainvMenu > Hccountstayab\e b Voucvhers > Addfuvpdate » Regular Entry

Copy Worksheet

Unit: 01110 Voucher: MEXT Backto Invoice

¥ PO Lookup Criteria

PO Unit: 01110 3, Finance & Management POMNo.: 0000000552 O View Matched /Cancelled Only
PO Dt Opt: No Date - PO Date: B Copy To Voucher | Search I
Select PO Lines i A First B 4 or 1 I Last
PO Unit: 01110 PO No.: 0000000552 PO Date: 03/04/2011
Vendor ID: 0000014256 Crystal Rock Bottled Water
Customize | Find | View Al 21| 8 First Bl 12 or2 Bl Last
Line Schedule - Guantity o . UOM |Purchase Order
Select Number | Number Item 1D Description [TEr— UOM |Unit Price |Merchandise Amt |Currency (PO Gty PO Price
CRYSTAL
ROCK
= 1 1 000000000000009103 BOTTLED 1.0000 EA 53.95000 53.95 USD 1.0000 EA 53.95
WATER
FRO
CRYSTAL
ROCK
[l 2 1 000000000000009103 BOTTLED 1.0000 EA 9.50000 9.50 USD 1.0000 EA 9.50
WATER
PRO

Selectall [0 Clearall

PO Line Count: 2 PO Total: $63.45

Select PO Lines opens. All of the lines on the purchase order are listed.

Select the line or lines of the Purchase Order that you are paying on the
voucher by clicking on the Select box next to the line number.

Copy Worksheet

Unit: 01110 Voucher: NEXT Back to Invoice

* PO Lookup Criteria

PO Unit: 01110 2, Finance & Management PO No.: 0000000552 @ View Matched /Cancelled Only
*PO Dt Opt: No Date - PO Date: E‘j Copy To Voucher Search |
Select PO Lines i Firstn 1or1 B Last
PO Unit: 01110 PO No.: 0000000552 PO Date: 03/04/2011
Vendor ID: 0000014256 Crystal Rock Bottled Water
Customize | Find | View Al | El| L First L4 1-2 of 2 n Last
Line Schedule _ Quantity S - UOM |Purchase Order
Select Number | Number Itemn ID Descripti Vouchered UOM |Unit Price |Merchandise Amt (Currency |PO Gty E Price
CRYSTAL
ROCK
[ 1 1 000000000000009103 BOTTLED 1.0000 EA 53.95000 53.95 USD 1.0000 EA 53.95
WATER
PRO
CRYSTAL
ROCK
2 1 000000000000009103 BOTTLED 1.0000 EA 9.50000 9.50 USD 1.0000 EA 9.50
WATER
PRO

SelectAll | clear Al

PO Line Count: 2 PO Total: $63.45

Click on Copy to Voucher
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Fa\.fovritesfMainvMenu » Accounts Payable » Vouchers > Add/Update : Regular Entry

Invoice Information | Payments || Voucher Attributes

Business Unit: 01110 Invoice Number: |24-58=1-5
Voucher ID: NEXT Invoice Date: 05/01/2011 =]

-

Ly

Voucher Style:  Regular B

Vendor: boooo14256 Q, Misc. Amount: = Mon Merchandise Summary
Name: CRYSTALROC-001CL Freight Amount: ﬁ

Location: MULTIPLE @,

*Address: 10Q

Crystal Rock Bottled Water Total: 9.50
PO Box 10028 Balance: 0.00

Waterbury, CT 06725-0028

Comments

Advanced Vendaor Search

The purchase order information for the line selected is copied into the voucher.
Vendor number, vendor address and the total amount default in from the
purchase order.

Review the Address information that defaulted in from the vendor. If the
address should be changed, click on the magnifying glass to select the correct
address the payment should be sent to.

Note: Any changes to the address on the Invoice Information page
must also be done on the Payments page. The address on the
Payments page is the address the payment is sent to.

Payment terms default in. Under Invoice Lines Distribute by, Description,
Quantity, UOM, Unit Price and Extended Amount load in from the purchase
order. The Chart Field distribution is also populated from the purchase order.

Two buttons appear: Crverride PO Distribution % and Redistribute by percentage|.

*Pay Terms: Met 30 - Basis Dt Type: Invoice Date Action: - M

Accounting Date: |g5/19/2011 [+
Control Group: ’70\ *Currency: usD | Q@

Copy from a Source Document
PO Unit: Purchase Order: Worksheet Copy Option: None A
Invoice Lines find | view Al First Bl 4 o 1 I Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount EI
1 Amount ~ (00000000 QL [CRYSTALROCKBOTILE [1.0000 |[EA Q| 9.50000 9.50
Ship To SpeedChart
PFMMTPOIC, [“luse One Asset ID
iH R Override PO Distribution %

View PO/Receiver

Redistribute by percentage

~ Distribution Lines Customize | Find | View Al | IE'\ First Kl 4 of 1 I Last
[ GL ChartFields 1 TIIGICHarFieios 20 [[IExehange Rate Tm Tm

’7Perc=nl Amount Quantity | *GL Unit *Account Fund Department Program |Class Project
1 100.0000 950 [1.0000 01110 € [515000 < 10000 2 [1110003000 Q Q Q Q Q =

These buttons are used in the following ways:
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Override PO Distribution %

Click this button to override the purchase order percentages. After clicking the
button, the Percentage column becomes available for edit. The totals entered
must equal 100. Once reallocated, click the Allocate by Pct button to reallocate
the expenses. This button only appears for vouchers created from purchase
orders or receipts. This will only work if the voucher has a PO line with more
than one distribution line.

Redistribute by percentage
Click this button to reallocate the voucher line’s quantity and amount over the

distributions by the percentage copied forward from the purchase order. This
button only appears for vouchers created from purchase orders or receipts. This
will only work if the voucher has a PO line with more than one distribution line.

*Pay Terms: Met 30 A= Basis Dt Type: Invoice Date Action: ~ _Run |
Accounting Date: |p5/19/2011 @
Control Group: Q *Currency: UsD O

Copy from a Source Document

PO Unit: Purchase Order: Worksheet Copy Option: MNone -

Invoice Lines Find | View Al First n 10f1 n Last

Line *Distribute by Item Description Quantity UOM  Unit Price Extended Amount F[E
1 Amount ~ [00000000/Q, [CRYSTALROCKBOTTLE (10000 |[EA @ | 950000 a50
Ship To SpeedChart
PFMMTPOIC), [use one AssetID
B R Override PO Distribution %

Redistribute by percentage SENEIIECEREE

~ Distribution Lines Customize | Find | View Al | B0 First I 4 o+ I Last

| GL chartrieids 1 GICharriens 2 [JExEhange Ratel) || Statstics ) [ NASsEs

'_Percent Amount Quantity | “GL Unit “Account Fund Department Program |Class Project

1100.0000 9.50 |1.0000 01110 @ (515000 < {10000 L 1110003000 O QL Q Q Q Q [=]

& save | [=] wotify ‘ iy Refresh ‘ [Es Add | B Updateisplay

Payment terms default in. Under Invoice Lines Distribute by, Description,
Quantity, UOM, Unit Price and Extended Amount load in from the purchase
order. The Chart Field distribution is also populated from the purchase order.
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Click on Payments Page
Favorites Main Menu > AccountstayabIe b Voucvhers b Add,"vadate » Regular Entry
Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Number: 245345

Voucher ID: NEXT Invoice Date: 05/01/2011

Voucher Style:  Regular Total: 9.50

Vendor: Crystal Rock Bottled Water “Pay Terms: Net30 M wl
PO Box 10028
Waterbury, CT 06725-0028

Payment Information Find | View Al First 4] 1of1 )| Last
=l

Scheduled Payment: 1

*Remit to: 0000014256 O FIres S TTITE 0.00 USD

Location: MULTIPIC, Discount: 0.00] UsD Discount Denied

*Address: 113 Late Charge

Review Payment information that defaulted in from the purchase order.

Note: Gross Amount shows $0, but the correct amount will fill in when
the voucher is saved.
Favovrites MainvMenu > Accountsvpayable B Voucvhers > Addfuvpdate > Reqular Enfry

Summary | Invoice Information | Payments | Voucher Attributes | Error Summary

Business Unit: 01110 Invoice Number: 245845

Voucher ID: 00004705 Invoice Date: 05/01/2011

Voucher Style: Regular Total: 9.50

Vendor: Crystal Rock Bottled Water *Pay Terms: Net 20 + Schedule F'a].fmentsl
PC Box 10028

Waterbury, CT 06725-0028

Payment Information Find | view Al First K 1 of 1 B Last

=]

Scheduled Payment: 1
*Remit to: [oooo014256 | QL
Location: W Q
*Address: |_1 QL

GrossAmount | 950/ USD

JsD Discount Denied

Late Charge

Note: The address selected on the payment information page is the

address that the payment will be sent to — regardless of what address
is on the invoice information page.
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Click Save
e Voucher is saved

e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Favgtes MainvMenu 5 Accountsvpayable 5 Voucvhers 5 Addfuvpdate > Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

Invoice Number: 245845

Invoice Date: 05/01/2011
Total: 9.50
Vendor: Crystal Rock Bottled Water *Pay Terms: Met 30 -+ Schedule F'aymentsl

PO Box 10028
Waterbury, CT 06725-0028
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Matching Purchase Order Vouchers

Situations when this function is used: Some departments have two-way
matching turned on which compares vouchers and purchase orders. If a
department has two-way matching turned on vouchers will need to be “matched”
with purchase orders before they can be approved.

Matching is run as a daily overnight batch process.

Matching can also be run

manually as a batch process for a business unit or several vouchers or online for

one voucher.

Favarites
-

Main Menu > Accounts Payable » Vouchers : Add/Update : Regular Entry

I I I

|

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry Status:
atch Status:
Approval Status:
Budget Header Status:
Non-Prorated Budget Status:

ERS Type:

Close Status Indicator:

01110
00004705
Regular

Crystal Rock Bottled Water
PO Box 10028
Waterbury, CT 06725-0028

Fostable
Mo Match
Pending
Mot Budget Checked
Walid Budget Check

Mot Applicable
Open

B save | [=] Notify | %, Refresh |

Invoice No:
Invoice Date:
Gross Amt:

Pay Terms:

Origin:

Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

245845
05/01/2011

9.50 usD

MNet 30

OMNL

Online

Unposted

051972011
TJARVIS
051972011
TJARVIS

S Add | Update/Display |

Departments that do not have two-way matching turned on show a Match Status
= No Match on the voucher Summary page.
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A\

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry § :

Match Status:
Approval Status:
Budget Header Status:

ERS Type:

Close 5Status Indicator:

Summary Invoice Information Voucher Attributes

Holmblad,Ann K Estate of
6 Washington Ave
Schenectady, NY 12305

Valid Budget Check

Hon-Prorated Budget Status:  Valid Budget Check

Favavr'rtengainvMenu b AccnuntEPayable b Vnushers b Add,"L‘J'pdate > Regular Entry

Error Summary

Invoice No:
Invoice Date:

Gross Amt:

Pay Terms:

Origin:
Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

Final Payroll Payment Adjustme
06/23/2011
170.62 UsD

Due Mow

Online

Unposted

0612372011
MGRAVES
0612372011

Departments with two-way matching turned on show a Match Status = Ready.
Matching will need to be run successfully before this voucher can be approved.

Matching as a Batch Process:

Navigation: Accounts Payable >Batch Processes > Vouchers > Matching
Fa*.ruvr'rtes Main_Menu > Accuuntg Payable > Batch Pincesses > ‘u’nuEhers > Matching

Match Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew VYalue

Maximum number of rows to return (up to 300); (200
Run Control ID: begins with - |

[[case Sensitive

Search | Clear |Elasi|:Sear|:h [E] save Search Criteria

Click on Add a New Value
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Enter a Run Control ID
Match Request

Find an Existing Value Add a New Value

Run Control ID: Matching|

Add |

Click Add

Favortes | Main Menu : Accounts Payable » Batch Processes : Vouchers : Matching
- o - - - -

Match Request | Messages

Run Control ID:  Matching Report Manager  Process Monitor

Run

Run Control Parameters

LEEI Matching Match Manager

*Process Frequency: Always Process -

*Options: All Business Units -

E save | [=] Motify | s Refresh | Es Add | | Update/Display

Match Request page opens
Enter Description

Change Process Frequency = Always Process

Favovr'rtes MainvMenu s Accounts Payable » Batch Processes > Vouchers > Matching

Match Request Messages

Run Control ID:  Matching Report Manager  Process Monitor

Run

Run Control Parameters

LR IO Matching Match Manager

*Process Frequency: Always Process -

*Options: All Business Units -

Bl save | [=] Notify | ts Refresh Er Adcll FUpdate/Display

Click on the drop down arrow next to Options
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o If Business Unit is chosen, then matching will process all vouchers within
the business unit that are ready to be matched.

e If Voucher is chosen, then matching will process specific vouchers that are
input into the criteria.

NOTE: NEVER choose All Business Units. This would run matching for all
business units in the State.

Favovrites MainvMenu » Accounts Payable > Batch Processes > WVouchers » Matching

Match Request Messages

Run Control ID:  Matching Report Manager  Process Monitor Run |
Run Control Parameters

*Description: Matching Match Manager

*Process Frequency: Always Process -

*Options: Business Unit -

Business Unit Custormize | Find | View A1 | B0 8 First Bl 4 or 1 B Last

*Business Unit Description

& save | [=] Notify | ks Refresh | Ee Adcl| 4= Update/Display

Enter Business Unit that matching should be run for.

Favorites Main Menu > Accounts Payable 3 Batch Processes > Vouchers > Matching

Match Request Messages

Run Control ID:  Matching Report Manager  Process Monitor ST |
Run Control Parameters

*Description: [Matching Match Manager

*Process Frequency: Always Process -

*Options: Business Unit -

Business Unit customize | Find | View Al BT 88 First Bl 4 op 1 Il st

*Business Unit Description l_l_
01110 QL =

Bl save | [=] Notify | s Refresh | E'q-Adcll 4| Update/Display

Click Run
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Process Scheduler Request

User ID: TJARVIS Run Control I: Matching
Server Name: Run Date: 05119/2011 E
Recurrence: *  Run Time: 314:03PM Resetto Current Date/Time |

Time Zone: x

Process List

Select |Description Process Hame Process Type *Type *Format Distribution

APIPO Matching AP_MATCHING Application Engine  Web v TXT = Distribution
[l Matching Warkflow MTCHWF PSJob (Mone) = (Mone) = Distribution
| Process Match Exceptions MTCH_ERR_WF Application Engine  Web * TXT » Distribution

OK | Cancel | Refrash |

Click onthe " box next to the Description of AP/PO Matching

Click OK

Fa\rovr'rtes Main_Menu b Accountgpayable > Batch Pvrocesses b Voushers > Matching

Match Reguest || Messages

Run Control ID:  Matching ReportManager  Process Monitor i

Process Instance:5300310

Run Control Parameters

*Description: |Matching

Match Manager

*Process Frequency: Always Process -
*Options: Business Unit -
Business Unit Customize | Find | View Al B0 | B8 First B 4 op 4 I Last
*Business Unit Description
01110 Q. Finance & Management (=]
B Savel [=] Notify | 4 Refresh | Er Add | | Update/Display

Click on the Process Monitor link

Fa\rovr'rtes Mainvl'«'lenu > AccountgPayabIe > Batch Pvrocesses > \-’oushers » Matching

Process List Server List

View Process Request For

User ID: |TJARVIS Q. Type: v Last - | 1 Days - Refresh |

Server: > HName: Q Instanoe:| to |

Ruen . Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View Al First BN 1.2 or2 B st
’; Instance IQ Process Type Process Hame (User Run Date/Time Run Status w Details
5300311 Application Engine AP_MATCHING TJARVIS 05/19/2011 3:53:29PM EDT Queued NIA Details

Click Refresh until the Run Status = Success and the Distribution Status = Posted
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Click on the Details link

Process List Server List

View Process Request For

User ID: TJARVIS 2 Type: + Last - 1 Days -
Server: ¥ HName: ’7 C, Instance: | to |
Run » Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View A First K 1z or 2 B Last
’; Instance ’; Process Type Process Hame (User Run Date/Time Run Status W Details
5300486 Application Engine AP_MATCHING TJARVIS 07/06/2011 11:42:56AM EDT Success Posted Details
5300481 Application Engine AP_MATCHING TJARVIS 07/06/2011 11:24.13AM EDT Success Posted Details

Click on the Message log link
Process Detail

Process

Instance: 5300311 Type: Application Engine
Hame: AP_MATCHING Description: AP/PO Matching
Run Status:  Success Distribution Status: Posted

Rn ———— — Wupdate Process
Run Control ID: Matching Hold Request
Location: Server Queue Request
SR PSUNX . Cancel Request

) Delete Request

JEETIETEE Restart Request
Request Created On: 05/19/2011 3:53:48PM EDT Parameters Transfer
Run Anytime After:  05/19/2011 3:53:29PM EDT Message Log View Locks
Began Process At 05/19/2011 3:54:01PM EDT Batch Timings
Ended Process At:  05/19/2011 3:54:15PM EDT View Log/Trace
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Message Log

Instance: 5300486 Type: Application Engine
Name: AP_MATCHING Description: AP/FO Matching
Customize | Find | View Al | B | First Kl 14 ora Bl Last
[LogTime  [MessageText ~  [explain
10 11:43.38AM All business units had 1 Vouchers to match. Explain
10 11:43:57AM Vouchers matched successfully: 0, with errors: 1 Explain

11-44-12AM Published message with ID cb&f4422-a7eb-11e0-8d52- Explain

efac21554dfa to create entry in folder GENERAL.
11:44:12AM Successfully posted generated files to the report repository  Explain

The message log tells you how many vouchers were selected to match and then
how many vouchers matched successfully and how many had errors.

In this example, 0 vouchers matched successfully, and 1 with errors.

To find the voucher(s) that has a matching error run the
VT_MER_VCHRS_NOT_POSTED query.

A B o3 D E F G H | J

1 |AP Vouchers not posied

2 [GL unit_]AP Unit_[Acctg Date[voucher ID_JUser ID_ |[Close Status [Entry Status|[Post Status|Match Status |Budget Checking Status [Approval Status
2 02140 02140 5/12/2011 00162626 HMORSE  Open Postable Unposted Not Applicable Not Budget Checked Pending
4 2140 ‘02140 513/2011 00162527 HMORSE  Open Postable Unposted Not Applicable Not Budget Checked Pending
5 01160 ‘01168 5/13/2011 00127999 SFULLER  Open Postable Unposted Not Applicable Not Budget Checked Pending
6 02140 ‘02140 513/2011 00162528 HMORSE  Open Postable Unposted Not Applicable Not Budget Checked Pending
7 01160 ‘01168 513/2011 00128000 SFULLER  Open Postable Unposted Not Applicable Not Budget Checked Pending
g 03460 ‘2460 5/13/2011 00124570 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
9 2140 ‘02140 513/2011 00162559 HFLOWERS Open Postable Unposted Not Applicable Not Budget Checked Pending
10 [03460 ‘2460 513/2011 00124571 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
11 [03460 ‘2460 513/2011 00124572 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
12 [o2140 ‘02140 513/2011 00162560 HMORSE  Open Postable Unposted Not Applicable Not Budget Checked Pending
13 [03460 ‘2460 513/2011 00124572 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
14 [03460 ‘2460 513/2011 00124574 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
15 [03480 ‘2522 513/2011 00001572 KHETZEL  Open Postable Unposted Not Applicable Not Budget Checked Pending
16 2120 02140 513/2011 00162570 HFLOWERS Open Postable Unposted  Not Applicable Mot Budget Checked Pending
17 [o2100 ‘02100 513/2011 00015196 RPUTNEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
18 [os110 ‘08110 513/2011 00102154 BVERMETT Open Postable Unposted Not Applicable Not Budget Checked Pending
19 [02100 ‘02100 513/2011 00015197 RPUTNEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
20 03480 ‘3495 5/13/2011 00024407 ABULLOCK Open Postable Unposted Not Applicable Not Budget Checked Pending
21 03440 ‘3440 5/13/2011 00708998 RHAWKINS  Open Postable Unposted Not Applicable Not Budget Checked Pending
22 03440 ‘3440 5/13/2011 00709002 RHAWKINS  Open Postable Unposted Not Applicable Not Budget Checked Pending
23 01268 ‘01265 5/13/2011 00024064 JCOSTANT Open Postable Unposted Not Applicable Not Budget Checked Pending
24 04100 ‘04100 51202011 00067418 RMOORE  Open Postable Unposted Match Exceptions Exist Mot Budget Checked Pending

2 ¥ ¥, . [P, - N

The query gives you the voucher number of the voucher with a Match Exception.

Navigate to the voucher and open the summary page.
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Voucher Summary page.
Favorites Main Menu > Accountgpayable 3 Voushers 5 Addfuvpdate » Regular Entry

Summary Invoice Information Payments Youcher Attributes Error Summary
Business Unit: 04100 Invoice No: 89944295
Voucher 1D: 00067418 Invoice Date: 05/06/2011
Voucher Style: Regular Gross Amt: 1,396.00 UsD
Contract ID:
Vendor Name: Lindenmeyr Munroe Pay Terms: 130 Met3

468 Pepsi Road

Manchester, NH 03109-5303 Origin: OrL
Entry Status: FPostable Voucher Source: Online
Match Status: Exceptions Post Status: Unposted

Approval Status: ‘ending

Budget Header Status: Mot Budget Checked

Mon-Prorated Budget Statu Walid Budget Check Entered on: 05122011
Created By: RMOORE

ERS Type Mot Applicable Last Updated: 051132011

Close Status Indicato, Open Updated By: TFURRY

Click on the Exceptions link
Match Manager

Search Criteria

From Business Unit: To Business Unit: From Voucher 1D: To Voucher ID: *Woucher Style:
h4100 Q 04100 Q 00067418 QY 00067418 Q) Regular Youcher -
From Invoice Number: To Invoice Number: Match Status: Buyer:
| Q Q - Q
SetlD: From Vendor Name: To Vendor Name: Voucher Date Type:
| Q| Q| Q -
From Vendor ID: To Vendo